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RECORDS ADMINISTRATION PROGRAM

FIRST QUARTER REPCRT

1 April 1968

ACCOMPLISHMENTS

,/ RECORDS CREATION

.3;\\\m (Forms Control, Correspondence Improvements, and Reports Management)

Forms Management Actions Completed this Quarter:

New Forms Designed and Issued i

01d Porms Rev

iged and Issued

(336,500 copiesg
77 (4,958,870 copies

01d Porms Qbsoleted and Removed 15

Other Formg Developments:
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During a recent trip to the Records Center to update the Vital
Records file of Agency forms we discovered more than 400 forms
The printer had not included Forms Management in

were misging.

the original distribution.

To correct this, the respective
Records Officers will be contscted for the missing forms,
deys were spent

Two

in this reviewv and updating exercise.

Designed 2 new reporting forms for the Langusge School in
keeping with an Ingpector General SBurvey.

Most of seven days were spent preparing charts for SBE and RAB

briefings.

& specilal tra
developed for

1ning_nzngxam_1

n Forme Design and Analysis is being

DD/P, who will spend several weeks

of on-the-job training with us,

Revisgions to 6 Clandestine Services Informstion Reports were made
at the request of FI/R@.
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PR {Recoras Surveye, Bystems Development, Equipment =nd Bupplies)
4~ A, DDB&T

; c. p/p

1.

2.

The Office of Logistics installation of Fullspace (compacting
type shelving) relessed four sections of conventional shelving
which we transferred to meet z need in Office of Research and
Development, DDS&T, thercby saving 5h square feet of floor
space. This resulted in a cost avoidance of spproximstely $420.

A Burvey is being mede of the microfilming feaslbility to reduce
wtorasge space st Headquarterg and the Records Center for filing
the Photo Caption Reports of CRS/GR. Since these reports are
gcheduled to be held fifty years, filming may prove to be an
econcmically sppropriate consideration. There are 124 cubic feet
at the Records Center and 18 cubic feet at Headquarters.

Mr. | | of RID and Mr.[ | of this Staff examined the 25X1A9A

first trisl imstallstion of motorized Fullspace shelvinz. They
were impressed with the ease and speed with which this equipment
operates. The 1/4 horse-power motor can move 45,000 pounds of
files to open en aisle in 10 seconds. The item is not priced yet
and we felt an additionsl safety control is necessary.

The installstion of Congerv-a-File V in the Office of Personnel,
Recruitment Divieion has been completed. 1In addition to saving

5L square feet of floor space, it permite easier access to the
files, reduces search time, and in general, increases productivity.
Thie Offlce previously used "Pro-File"” cabinets. It 1s our hope
their main file room will now convert to this type of equipment,

ag we heve urged them for years in several proposals to increase
their filing cepecity and efficlency.

The installation of Fullspace in Offlce of Loglstics, Bupply
Divigion has been completed and is vworking very satisfactorily.

: (Storage of Data for Bmergency or to Reconstitute Destroyed Offices)

-
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v, Bchedulinz

Reviewed and approved revised Vital Records Bchedules for Office
of Compuber Services, Covert Action 8taff, and Office of Economlc
Resenrch, Partlal revisions were completed for elements of

Office of Training, Office of Finance, and the Records Integratlon

Division, DD/P.

/fB. Deposits

Thic quarter 291 cubic feet of current Vital Records were received

at the Relocation Bite end 1,158 cublic feet were destroyed or
transaferred.

v/ €. Lislson

A study hss been completed analyzing the Vital Records Program
and the related problems of people and facilities. Information
received from several Records Officers, the Agency's Emergency
Plapning Officer, and the| | £n~
dicates that this 1s an sppropriste time for o restatement of the
policy governing the Agency Vital Records Program. The study snd

reconmendations have been submitted to the Chief, Bupport Bervices

Btaff.
RECORDE DISPOSITION

(Inventéries, Scheduling, Storage, ond Archives)

V A, Records Center Activities this Quarter: {cublc feet)
Recorde Received for Storage 4,782
Records Removed for Destruction 1,932
Records TPransferred out of Center 2,112

{Net Growth T38)

Priority Deliveries 3 speclal rune
Records Services 20,377 items delivered
Bupplemental Distribution Coples 10,37h items delivered
Briefings nnd Vigltors 1032 people

(Inclvdes higtorians, CT's,
office representatives,
students, etc.)

A nevw security slerm system was installed bul is not yet
operational, Fifteen telephone jacks were installed in
the Records Center ass part of the [ | emergency phone
gystem,
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A, Records QOrientstlons Glven:

A special Records Management Briefing on the "Agency Records
Btorage Problem” was given on 13 Merch at Headquarters to
Megpers. Bannermen, Coffey,

A presentation on the"Records Administration Program” was made
to 15 Qureer Tralnees on 21 March. Another presentation on

the "Agency Records Progrem” was presented to 52 Agency employees
sttending the Support Bervices Review course[ | on 5 March,

On 22 March at National Archives the CIA Records Administration
Officer presided over the Interagency Records Advisory Council
meeting attended by 300 govermment employees. Twenty of those
in stbendance were CIA employees,

Qur Vital Records Program techniques were presented as pert of

the 2-waek Records Munagement Seminar conducted by the National
Archives and Records Service. In attendance were 33 representa-
tives from 18 different povernment and private industry afflliates.

Merbers of this Staff, including Chief of the Archives and Records
Qenter, briefed Mr, | | in the various aspects of
Records Munagement. Mr, | | is newly appointed ss the
Records Management Officer for the DD/I Directorate.

Beveral members of this Staff briefed Mr. | | the
newly appointed Records Officer for Office of ELIRT.

B. BRecords Training Recelved

-
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v
25X1A9A
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25X1A9A s,

25X1A9%A / 4,

CIA - 3 days - Trends and Highlights

CIA - 3 days - ADP Qrientation

L

| | attended o 1/2 day Seminar by
Eastman Kodak ot the Sheraton Perk Hotel. The “Spectrum '68"
concerned Kodak's microphotography and technological advancements
in information proceassing.

L?r | and two representatives from the 81IP8
oJect vislite € Social Security Offices in Baltimore to re-
view their automobed system of informatlon processing and retrieval.

-l
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CURRENT ACTIVITIES

1. We are currently revising our internal office procedures in-
volved In the design, maintenance, control, and disposition
of forma.

25X1ABA 2. A dispateh from[ | informed us of new procedure for
stockpiling forms used in the EE area, Forms previously held
in the field now will be stockpiled at Headquarters for issue
to the individusl stations.

. 3. We were advised thsat due to a gcarcity of funds future requests
for commercial and GPO printing must be based on o G-month
supply instead of our present 12 to 18 month cycle. Because of
the usual 3-wonth shipping time we willl be forced to reorder
very soon after the orders arrlve.

1. We are meeting with representatives of the Office of Communica-

tions on using Fullapace| For storage of
supplles and equipment, applicavion 1g aimilar to owr
installstion In Printing Bervices last year. We arranged for
representatives to view the PSD equipment.

v" 2., Completed a study for Mr. | | 0ffice of Finance,
regarding wse of Conmerv-a-File V. Use of this type equipment
would save approximately 45% of the floor space now in use,

25

25X1A

A deteiled proposal, including cost, has bheen given to|

| 25

V/fl. Records Control Bchedules currently belng revised include;
Office of Becurity, IS

Office of Economic Resesrch, IDI

Office of Boeic and Geographic Intelligence, DDI
Technical 8ervices Division, DDP

Foreien Intelligence, Staff D, DDP

\/; 2. A detalled Burvey of the Archives and Records Center and sll its
coperations ig being mede. It 1s scheduled for completion in
April,

\;; 3. Work continues on the Records Retention Plan for the Agency.

Approved For Release 2002!,9€Iﬁ%€tA-RDP72-00450R000100290008-3
3

X1

OA

X1




Approved For Release 2002/08/26 : CIA-RDP72-00450R000100290008-3

SEGRET N

.
"“/'}:(

DEVELORMENT

.~ 1, The Bpring Conference for Records Management Officers ie being
developed to be held Tuesday, 7 May 1968 in the auditorium at
Headquarters, The theme this year will be History, Archlves,
Vitsl Records, snd Records Retention Plans, Agency historians
will be invited to join the Records Officers from all components.

v @, Agency participation in the Presidentisl Libraries Project will
receive additional attention in view of the President's anncunced
intention not to seek re-election,

V' 3. Bince the loss of Records Officer [ _|considerable assist-
ance is being afforded the Flans gtaff, Office of Finance, to
establish disposel procedures for the Finence records now covered
by a recent GAO suthority.

e

SECRET
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